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1. IlosicHUTeIbHAA 3alIHCKA

Kypc «JlokyMeHTallMOHHOE 00ECHEeUYeHHE YTPABICHUSD) 3aHUMAET BaKHOE
MECTO TPHU MOATOTOBKE OakanaBpoB 1o HampasieHuio 43.03.02 - Typuszm.

PaGota ¢ JOKyMeHTaMH BBICTYIIA€T OJHOW U3 Hambojee BaKHBIX
COCTABJLIIOLIIMX  JACSATEIBHOCTH MEHEIKEPOB B CEPBUCHOM  JI€ATEIBHOCTH.
dopmupoBaHue y OOyYarONIMXCS CHUCTEMbl 3HAHUA W YMEHHMM pabOThl C
JIOKyMEHTaMHU, HEOOXOAUMBIMH it  3(PGEKTUBHOTO YIPABJICHHUS CEPBHUCHBIM
MPEANPUATAEM, CIOCOOCTBYET TOBBIIICHUIO KadyecTBa IMOATOTOBKMU OakajJaBpOB
JTAHHOT'O HAMpPaBJIECHUSI.

Ilenbto OCBOEHMSA JUCHUUIUIMHBI  «JlOKyMeHTalMOHHOE oOecreyeHue
YOPaBICHUS  SIBIIIETCS HM3YYEHUE CHUCTEM JIOKYMEHTAllUM, OpraHu3aluu
JIOKYMEHTUPOBaHUS u JIEI0NPOU3BOICTBA, COCTABJIFOLIUX OCHOBY
UH(OPMAITMOHHBIX MPOIECCOB B CEPBUCE.

3amaun JUCIIUIUINHEL:

* O3HAaKOMJIEHME CTYJEHTOB C 3aKOHOJATEIIbHOM U
HOpPMAaTHUBHOM 0a30if, METOAUYECKUMHU pa3padOTKaMU U OCHOBHOM
HAY4YHOU JINTEPATYPOU MO KYpCy;

*  UW3Yy4YEHHE MNPAKTUKU OPraHu3alUuH JTOKYMEHTAIMOHHOIO
oOecrieueHus YNpaBICHUS HA TMPEANPUITHSIX, OpPraHU3alUAX WU
YUPEKACHUIX CEpBHCA.



2. llepevyenb MIIAHMPYEMBbIX Pe3yJIbTATOB 00yUeHHs M0 JUCIHUILINHE, COOTHe-
CEHHBIX C IVIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTe/JIbHOM
NPOrpamMMmblI

JuctumnnnHa «JlokymMeHTalmoHHOe 00ecieYeHe YITpaBICHUs» YI4aCTBYET B
(GhOopMUPOBAHUH CIIETYIOIICH KOMIETCHINH (CICTYIOINX KOMIICTCHIINN ):
CTpyKTypHBIC 2JIEMEHTHI KOMITCTCHITH

Komnerenuun Nuaukaropsl Jeckpunropni
OIIK-6.2 CooOmonaet| 3nanus:
3aKOHOJATEIbCTBO OCHOBHBIX  3aKOHOIATEIBHBIX HOpM  P®,
Poccuiickoil Denepaii 0| peryJaupyroliix [PEIOCTaBICHHE TYPHCTCKUX|
peI0CTaBIEHIH ye-
TYPUCTCKHUX YCIIYT. Jyr
Ymvennsn:
OIIK-6 -Criocoben ITox6opa 3aKOHOJATEIbHBIX aKTOB,

IMPUMCHATH 3aKOHO-
JIaTeNIbCTBO
Poccuiickoi

denepannu, a TakxKe
HOpPMBI MEX-

JlyHapOJIHOTO IpaBa

IIPU OCYLIECTBJICHUN

npo¢ecCuOHAITBHON

JeSITeIbBHOCTH

OIIK-6.3  OGecneuunBaeT
JTOKYMEHTO000pOT B
COOTBETCTBUU v
HOPMAaTHBHBIMHU
TpeOOBaHUSIMHU.

PETYJIHPYIOIIMX MPEAOCTABICHHE OTACIIbHBIX
BHUJIOB TYPUCTCKHUX YCIIYT

HaBbiknu:

Ananuza 3akoHogarenbctBa PP B dyacTh
MPEIOCTaBICHUS TYPUCTCKUX YCIYT 3HAHMS:

OCHOBHBIX BUJOB HOPMATUBHBIX JTOKYMEHTOB,
00CCITEeUNBAIOIINX OpPTraHU3AIUIO u
[JIaHUPOBAHUE  JCATEIBHOCTH  OpraHU3aluu
Typu3Ma

Ymenusn:

BroisBisiTe  HOpMaTHUBHBIE TpeOOBaHUS ISt
OpraHu3aluu JIOKYMEHTO00O0poTa Ha
npeanpusITuu chepsl TypuzMa

HaBbiknu:

[IpumeHeHHsT HOPMATUBHBIX TPeOOBaHUN TNPHU
COCTaBJICHUH IepeYHs OCHOBHOM
JOKYMEHTAIUH, HE00X0IUMOM JUTSt

NeSTeNIbHOCTH MPEANIPUATHS cPepbl Typu3mMa




3. MecTo AuCHMILIMHBI B CTPYKTYpe 00pa30BaTeibHOM MPOrpaMMbl

«/[oxkymenmayuonnoe obecneueHue yYnpasieHus» SABIACTCS NUCUUTUTMHON
00s13aTEIPHON YacTH Il TIOJTOTOBKHM CTYACHTOB 1Mo Hamparienuio 43.03.02 —
Typusm.

MpenmecTyromue JAucuMIIMHBI (MOLYJIH) Hocaenyromue
IHCHBILTRELE (MOXY- Y4e0HOr0 IJIaHa, B KOTOPBIX AUCHMILINHBI
LIugp 11H) yaeGHOro mIaNa, KOMIIETeHIUsI OcBauBaeTcst | (MoayJim) y4eOHOro
wommerenumi | B KOTOPBIX ocBanBa- napaJg- } IUIAHA, B KOTOPBIX
B —— JeIbHO ¢ H3y1aeMoit ocBaMBaeTcsi
AUCHHUILIMHOM KOMIIeTEeHIUA
IIpaBoBBIE OCHOBBI - [IpousBoacTBeHHas
TYPUCTCKOM MpaKkTHUKa
JIEATCIIBHOCTH (Hpe):[III/IHHOMHaH
IIpaBoBoe MPaKTHUKA)
peryiampoBaHue
JeSITeIbBHOCTH 0ObEKTOB
OIIK-6 TYpPUCTCKOM
UH(GPACTPYKTYPHI U
TYPUCTCKUX
CEpPBHUCOB
VYyeOHast mpakTHKa
(O3nakomuTeNbHAS
MIPAKTHKA)




4. O0beM TUCHUIIMHBI (MOIYJIS]) B 3a4€THBIX eIMHUIIAX C YKA3aHUEM
KOJIMYECTBA aKAaJIeMUYEeCKUX WIH ACTPOHOMHMYECKHUX YACOB, BbII€JIE€HHBIX
HAa KOH-

TAKTHYI0 pa0oTy 00y4aoiuxcs ¢ npenogasareseM (1o BUjaaM y4eOHbIX
3aHSATHII) 1 HA CAMOCTOSITEJIbHYIO Pa00Ty 00y4aOIINXCS

O6mas TPYAOEMKOCTb OCBOCHMUS y4eOHOM JTUCIUTIIAHBI
«/loxymenmayuonnoe obecneueHue ynpasieHusy COCTaBISET 3 3a4ETHBIX €IMHUIL
nnu 108 akaeMUYEeCKHUX 4acoB.

Ne xypca 4
Kypc Bcero, ak.gacos
OO61mas TpyA0eMKOCTh (BCEro aK. 4acoB / 3.€1) 108/3 108/3
Jlexuun 6 6
KonrtakTHas padota
[IpakTryeckue 3aHATUS 8 8
CamocrosiTenbpHas paboTa 156,83 156,83
Bua npomexyrounon
aTTecTalluu DK3aMeH
(koHT.pab.**/ camocT. 0.3/8,7 9
pab.)

5. Coneprxxanue TMCUMILIMHBI (MOYJIs1), CTPYKTYPHMPOBaHHOE 10 TeMaM
(pa3aenam) ¢ yKkazaHMeM OTBEICHHOI0 HA HUX KOJIMYeCTBA aKaAeMHU4YeCKHX
WJIN ACTPOHOMUYECKHMX YaCOB U BU/I0OB YUeOHBIX 3aHATHI

TpyrnoeMKoCTh
HanmenoBanue paznena
g Coneprxanue
JUCLUTUIMHEI (TeMa) KoHnTakTHas
paborta




4 xypc

IlonsTue (¢} JOKYMCHTC.

CBolicTBa, MPU3HAKH,
byHKIIIN JOKYMEHTA.
Mertobl u CITOCOOBI
JIOKYMEHTHUPOBAHUSI.

HopmatuBHOMETOIMUYECKAs
0aza  JOKyMEHTallMOHHOTO
oOecrnieuyeHus yIpaBieHUs

I?gf;;:LTaHHOHHOFO HCHTGHLH?CTB& OpraHu3alNH
T CEpBUCHON  JESATEIIbHOCTH.
opram3aLn 41,83 2 38,83 | Buant YIIPaBIICHYECKHX
CepBUCHO JIOKYMEHTOB, HEO0OXOIUMBIX
ESTENBHOCTH JUIsL  ONMCAHHUS pawznqﬂmvx
VIOPABJICHUYECKUX  JIEHCTBUM.
Yuudukanus u
CTaHJapTU3aLUs TOKYMEHTOB.
[Tonsatue u COCTaB
peKBU3UTOB.DOPMBI
JIOKYMEHTAIuU TUIS
pa3paboTKu CEPBHUCHOTO
MPOJIyKTa
Cocras, CTPYKTYypa u
coliepKaHue JOKYMEHTAlUU,
oOecnieunBaroIen
Cucremsl OpraHu3aIHIo
JIOKYMEHTAIlWH, cepuca.Cocran
oOpazyroruecs B OpraHU3alOHHOIIPABO-
mpouecce  yIpasieHus | 4, 2 39 | BOH.pacnopsumMTenbHOA,
JeATETbHOCTBIO MH(OPMAIIMOHHOCTIPABOYHOM
opranuzaiii  chepbl , IJIAHOBOOTYETHOU
CEpBHU- JOKYMEHTAallMu, MpaBuja €€
ca cocTaBJIeHUS U 0(OpMIICHUS
OcoGenHoctu
JIOKYMEHTO000pOTa B CEPBHCE
JlokymeHTanmoHHoe 43 2 39 [Obmas XapaKTEepUCTHKA




o0ecrieueHne
yIIpaBICHUS
MIEPCOHAJIOM.

KaJIpOBOTO cocTaBa
npennpustus.  Opranmszanus
JIOKYMEHTAI[MOHHOTO
obecneueHUsT  JCATEIBHOCTH
KaJIpoBOH1 CILyKOBbI
MIPEATIPUSATHS cepBHca.
Opranu3anus paboThI c
KaJpOBOM JIOKYMEHTAIUEH.
Oco0EHHOCTH HCIIOJb30BaHUS
cetu MuHTEpHET U1 perieHus
3a1a4 KaJIpOBOTO
JIEIOTIPON3BO/ICTBA.
OdopmiieHre 1ETOBBIX TTHUCEM,
JOKJIATHBIX U CIY>KEOHBIX
3alMCOK, OTBETOB Ha >KaJIOOBI
noTpeOuTene.

Opranu3zanus
JIOKYMEHTO000pO
Ta

44

40

Opranuzauus  pabotel ¢
JOKYMEHTaMHU.
Cucremaruzanus
JOKYMEHTallil B  TIpoIiecce
CEpPBHUCHOI

nesitebHOCTH. DOPMHUpPOBaHUE
U oopmnenue JIeJI.
DKcnepTusa [IEHHOCTH
JOKYMEHTOB, MOJITOTOBKA
JOKYMEHTOB K XPaHEHHUIO.

OK3aMeH

0,3

8,7

Hroro

108

8,3

165,53




6. Ilepeyenb y4eOHO-MeTOAUYECKOT0 O0ecTieYeHusl VIS CAMOCTOSITeIbHOM
PadoThI 00Yy4aKOUIUXCH M0 JUCHUILIMHE (MOAYII0)

Ne Bunsl camocTosTensHON paboThI TpynoemMKocCTs, dopma KOHTpOIST*
aK.4achl
1. [IpopaboTka TEOpEeTUYECKOTO
. Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JICKIIUH,
. npernojaBaTes,
PEKOMEHIOBAaHHOM JIMTEpaType, 51,83
CTHOE
JIOTIOTHUTEIbHBIM UCTOYHUKAM Y
cobecenoBanue
uHpopmanuu
2. [ToaroroBka K MpakTUYECKUM BricTymnenue ¢
3aHATHUSAM: TIOMCK HEOOXOAMMOi JIOKJIA/IOM,
uH(popmanuu, o6padoTka HHPOpPMAIIHH, 59 IIpe3eHTalMs,
HarMcaHue JOKJIaaa, IIoAroToBKa K OTBETHI HA
BBICTYIICHUIO JIMCKYCCUOHHBIE
(muckyccun) BOIIPOCHI
3. [TonroroBka K TeKyIeMy KOHTPOJIIO
(TecTHpOBaHUE W/WIIM HAITUCAHUE 53 TecTsl, pedepaTsl
pedeparta)
4. IToaroroBka K MpoOMeEXyTOYHOU YcerHOE
aTTecTaluu 8,7 cobecenoBanue,
(BOIIPOCHI K 3K3aMEHY, UTOTOBBIH TECT) TECTUPOBAHUE

JUist caMOCTOSITENIbHOM pabOThl MO AMCIHUIUIMHE (MOIYINI0) OOydwaromuecs
UCIIOJIB3YIOT CIIEIyIOLIEe yUeOHO-METOJUUECKOE 00ecIIeUeHHE:

1)  Hoponuna, JI. A. OpraHu3zanus U TEXHOJIOTUS JTOKYMCHTAI[HOHHOTO
oOecrieyeHusl yrpaBieHUs : y4eOHMK M MpPaKTUKyM 1isi By3oB / JI. A.
Hoponuna, B. C. UputukoBa. — 2-¢ m3x., mepepad. u gon. — Mocksa :
UznatensctBo FOpaiit, 2025. — 270 ¢. — (Bsicmee o6pazoBanue). — ISBN
978-5-534-16016-1. — Tekct aneKTpoHHBIH //  OOpa3oBarenbHas
wiatgpopma IOpaiit [caiit]. — URL: https://www.urait.ru/bcode/560116
(mara obpamenus: 01.11.2025).
2) Kysuneno, . H. Benenue nemnoBodl AOKyMEHTAMH : YYCOHHK U
npakTukyMm 1is By30oB / U. H. Ky3nenoB. — 4-e u3z., nepepad. u nomn. —
Mockaa : U3narensctBo FOpaiit, 2025. — 259 ¢. — (Briciiee oO6pa3oBaHue).
— ISBN 978-5-534-17003-0. — TexcT : anexTponHsbIi / Ob6pa3oBaTenbHas
wiatpopma IOpaiit [caiit]. — URL: https://www.urait.ru/bcode/568570
(mara obpamenus: 01.11.2025).

3)  DoHJ OLICHOYHBIX U METOJNYCCKUX MATEPUAJIOB IO JIUCIUILUTHHE
«oxymenmayuonnoe obecneuenue ynpasieHus.
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11.
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7.®oH1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBeAeHUsI
NMPOMEKYTOYHOM ATTECTANNH 00YYAKIIMXCS MO0 JUCHUILIHHE

Bonpocsl 1151 IpoBeAeHUA POMEKYTOUYHOM aTTecTAlMM (IK3aMeHa).
O6ocHOBaHNE HEOOXOAUMOCTH O0YUYEHUS! TOKYMEHTAIIMOHHOMY O0ECIIeUeHHIO
Y €ro aBTOMAaTU3aluu;

JlokymMeHTOOOOpOT B opranu3anuu. Pabora ¢ BXOASIIMMH IOKYMEHTaAMU;
KnaccudukaTopbl JOKyMEHTOB;

dopMUpPOBAHUE U XPAHEHUE JEIT;

PermameHnTanus nemonpons3BoACTBa;

[Ipe3zenrauus. Ee pynkuus u HazHaueHrne. OCHOBHbBIE AJIEMEHTBHI;

OCHOBHBIE  TOHATHUS  JIOKYMEHTAIIUOHHOTO  OO€CleueHus  yIpaBiICHUS
(1emompou3BOJICTBO, TOKYMEHTOO00POT, JOKYMEHT, PEKBU3UT, U JIp.);
OpraHu3aiMoHHble JTOKyMeHThl. WX @yHKIuM © Ha3HaueHue. YCTaB
OpraHu3aluu;

OcHoBHbIC (PYHKIIUM IOKYMEHTA;

Opranuzarnonnble JOoKyMeHThl. Wx ¢dynknum wu HazHauenue. llltatHoe
pacnucaHue;

Yuudukanuysa v crangapTuszaius J0KyMEHTOB;

OpranuzanionHbie JOKyMeHThl. X (yHkiuu u HazHauenuwe. J[oymKHOCTHas
UHCTPYKIIUS

bnank. [Tousarue 6manka. TpeboBanus k ohopmiIeHHIO OJIAaHKOB;
Pacniopsiautenbupie gokyMeHThl. WX QyHkiuum m HazHauenue. [Ipukaz mo
OCHOBHOM JI€ATEIILHOCTH,

PexBusurt. [loHsiTHe pekBU3UTA, HOPSAIOK UX 0OPMIICHHUS;
CrnpaBouyHO-uH(pOpMaIIMOHHBIE TOKYMEHTHI. X (GyHKIIMU U Ha3HaueHue. AKT;
TexHnueckue CpeacTna, UCMOJIb3yEMBIE B IEJONPOU3BOICTBE;
CnpaBouHO-UHPOPMAIIMOHHBIE JTOKYMEHTBI. WX GyHKIIMM W Ha3HA4YCHHE.
IIporokour;

brnank. Buapt 6;1ankoB. OcoO0eHHOCTH X 0hOPMIICHUS,

JlokyMeHTOOOOpOT B Opranmu3aiu. Pabota ¢ HCXOIAIUMU JOKyMEHTaMHU
bnank. BapraHTbl pacnofio;keHHsI pEKBU3UTOB Ha OJIAHKAaX;

[ToaroroBka u repenayda e B apxus;

[IpaBuna odopmienus natr, HyMepaluud CTpaHui, OQGOpMIIEHUS TaOJIHII,
MaTeMaTH4eCKuX (HOPMYJ M COKpAICHUN;
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24. PacniopsinutenbHble TOKYMEHTHI. VX (QyHKIIMM M Ha3HaueHue. YKazaHue; 25.
JlokymMeHTOOOOpOT B  opranuzauuu. [Ipomecc KOHTpPOJIA HUCHOJHEHMS
JIOKYMEHTOB;

26. CpaBoyHO-MH(GOPMAIIMOHHBIE TOKYMEHThl. WX (QyHKUMH M Ha3HAYCHHE.
OOBsicHUTENbHAS U JOKJIAHAs 3aIIUCKY;

27. JlokymeHTo000pOT B opranuzanuu. PaboTa ¢ BXOIAIMME TOKyMEHTAMU;

28. PacniopsiaurenbHble JoKyMeHThl. VX pyHKIMM 1 Ha3HaueHue. PacniopsokeHue

29. OCHOBHBIE MOHATHS TOKYMEHTAIIMOHHOTO 00ECTIeUeHHsI YIIPABICHUS;

30. CnpaBoyHO-MH(GOPMAIIMOHHBIE TOKYMEHThl. WX (QyHKIMH U Ha3HAUYCHHUE.
[IpoToxou;

IIpyMepHbIE NPAKTUKO-OPUEHTHPOBAHHbIE 32 IaHUS

1. OpopMuts TmpUKa3 O HA3HAYEHUH OTBETCTBEHHOTO 3a
oOparmienue ¢ 6mankamu npeanpustust B coorercTBuu ¢ [OCT P 6.30-
2003

2. OdopMHUTH MPOTOKON 3acelaHusi DKCIEPTHOM KOMHUCCHUU B
COOTBETCTBHUM C TUNOBOI MHCTPYKIHEN MO JETOTPOU3BOIACTBY

3. CocTaBUTh CIy>K€OHYIO 3alUCKy Ha TMOOUIPEHHE COTPYIHHUKA,
MIEPEBBINOTHUBIIETO TIAHOBBIE MOKA3aTEH

[lonHbIA KOMIUIEKT 3aJaHUM W 3TanoB (OPMUPOBAHHUS KOMIIETEHLUU
npeacTaBiicH B @OHIE OLEHOYHBIX U METOJUYECKUX MATEPUAIIOB JJIsl IPOBEICHUS
MPOMEKYTOUHOM aTTECTalMu OOYYalolIUMXCS MO JUCUUIUIMHE, O(POPMIICHHBIN
OTJEJIBHBIM IOKYMEHTOM, MPEICTABJIEH B IIPUIIOKEHUH 1.
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8. IlepeyeHb OCHOBHOM, TONOJTHUTEILHOM Y4e€0HOI JIUTEPATYPBhI, PpeCYpPCOB
UH(POPMALMOHHO-TEJIEKOMMYHUKAUOHHOM ceTH «AHTepHeT», HEOOXO0AMMBbIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) HOpMaTHBHBbIE IpaBoBble aKkThI 1) Hannonanesiii crangapt PO 'OCT
P 7.0.8-2013 "Cucrema craHmapToB 1o wuHpoOpManuu, OUOIMOTEYHOMY U
W31AaTeNbCKOMY Jeny. JleJonpou3BOACTBO M apXUBHOE Je10. TepMHUHBI U
onpenenenuss” (yTB. mnpukazoM @PeneparbHOrO AareHTCTBa MO TEXHUYECKOMY
peryaupoBaHuio U MeTposoruu ot 17 oktsaops 2013 r. N

1185-cT)

2)I'OCT P 6.30-2003 «YHu(pUUIUpPOBAHHBIE CHCTEMBI JOKYMEHTALUH.
VYHuduuupoBaHHas  CUCTeMa  OPraHU3alMOHHO - pacnopsAUTEIbHON
JIOKyMEHTAI1H.

TpebGoBanus k 0POPMICHUIO JOKYMEHTOBY
3) TOCT P 7.0.97-2016 «Cucrema crtaHaapToB 10 HUH(pOpMaLuHy,
OMOMMOTEYHOMY M HW3JaTeNbcKoMy Jaeny. OpraHu3aloOHHO-PaCHOPSAUTEIbHAS
nokymeHTarus. TpeboBaHus kK 0(hOPMIICHHUIO TOKYMEHTOB)
0) ocHOBHasI JIMTEpPaTypa:
1. Hoponwuna, JI. A. Opranuzauus 1 TEXHOJOTUS TOKYMEHTAlMOHHOTO
oOecrieueHurs yIpaBiIeHHs : YYCOHUK U IPAKTUKYM JUist By30B / JI. A.
Hoponuna, B. C. UputukoBa. — 2-¢ u3., nepepad. u 1om. —
Mocksa : U3gatensctBo FOpaiit, 2025. — 270 c. — (Bbiciuee
oOpazoBanue). — ISBN 978-5-534-16016-1. — TekcT : 2IeKTPOHHBIN
/I ObpazoBarensHas miaTdopma FOpaiir [caiiT]. — URL:
https://www.urait.ru/bcode/560116 (mata oopamienus: 01.11.2025).
2. Kysnenos, 1. H. Benenue nenoBoi JOKyMEHTAIMH : YY€OHUK U
npakTukyMm i By30B / Y. H. Ky3nenoB. — 4-e uzn., nepepad. u 101.
— Mocksa : U3narensctBo FOpaiit, 2025. — 259 c¢. — (Briciiee
oOpazoBanue). — ISBN 978-5-534-17003-0. — TekcT : 2IeKTpOHHbIN
Il O6pazoBarenbHas miardopma FOpaiit [caiit]. — URL:
https://www.urait.ru/bcode/568570 (mara obpamenus: 01.11.2025).
B) JI0NOJIHUTEJILHAS JINTEpPaTypa:
3. Abynanze, . I'. JokymeHTanmoHHOE OOECIEeUCHHE
yIPaBJICHUS] MEPCOHATIOM : YYEOHHK M MPAKTUKYM JJIst
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By3oB / JI. I'. AGynamze, . b. Bempsxkuna, B. M.
MacnoBa. — 3-e¢ u3z., nepepad. u gon. — Mocksa :
MznarensctBo IOpaiit, 2025. — 374 c¢. — (Boicmiee
obpazoBanue). — ISBN 978-5-534-16669-9. — Teker :
anekTpoHHbId // OOpa3oBarenbHas 1uiargopma FOpaiT
[caiiT]. — URL: https://www.urait.ru/bcode/560795
(mata obparmenus: 01.11.2025).

r) pecypcbl cetu «HTEpHET»:

1) Bcé o nemonpowmsBoactse http://delo-ved.ru/

2) JleaonmpousBOJACTBO U JTIOKYMEHTOO0O0pOT Ha
IPEIIPHUITHH. http://www.delo-
press.ru/journals.php?page=documents
3) Kanmposoe JIEJI0NPOU3BOICTBO 51 TPYZOBOE IIpaBo.

http://hrportal.ru/rubric/kdp
4) DnextponHas oubaroreka HR-crienmanucros. http://www.hrm.ru/

9. MeToauveckue yKazaHus 1l 00y4AIOIIUXCH 110 OCBOEHHIO
AUCHHUIIHHBI(MOAYJIS1)

CamocrosiTenbHasi NOATOTOBKA 00YYaIOIIUXCS IPOBOAUTCS ISl YIITyOlIeHUs
Y 3aKpeIUIeHHs] 3HaHWM, MOJyYeHHbIX Ha JIEKUMSIX W APYTHX BUAAX 3aHATUH, IS
BBIPA0OOTKA HABBIKOB CaMOCTOSATEIbHOIO MPUMEHEHHS] HOBBIX, JOMOJIHHUTENIbHBIX
3HAHWM U MOATOTOBKU K MPEACTOSIIIUM YUYEOHBIM 3aHITHAM, SK3aMEHY

BaxXHBIM  yCIIOBHEM  YCIEIIHOTO M3YyYE€HMS JMCLMIUIMHBI  SIBIISETCA
nocemenue jgekuuil. [lox mocemennem noapaszymeBaeTcst He opma MaCCUBHOTO
NPUCYTCTBHS, @ aKTUBHAs1 pad0oTa MO U3y4YEeHHUIO HOBOTrO Marepuana. [lonroroeka k
JICKIIMOHHBIM 3aHATHSM BKIIOYAET B ce0s aHaIM3 MpEeAsiaraeMbIX ISl U3y4YEHUs
BOIIPOCOB, U3yYE€HNE HOPMATUBHBIX UICTOYHUKOB M y4€OHOM M HAyYHOU JINTEPATYPhI
0 paccMaTpUBaeMbIM BOIpocaMm JEeKUuU. B mpoiecce nekuuu 00ydaromuiics
MOKET 3aJaBaTh YTOUHSAIOIIME BOMPOCHI, OCYIIECTBUTh B3aUMOCBS3b HOBOIO
Marepuansa ¢ VYK€ M3YyYCHHbIM, NOATOTOBUTH 0azy il 3(P(HEKTUBHOTO
MCIIOJIb30BAHUS MOJYYEHHBIX 3HAHUM, OOJErYUTh MOATOTOBKY K IMPAKTUYECKOMY
3aHATHIO. DPDHEKTUBHBIM CITOCOOOM (DUKCALMK JEKIIMOHHOTO MaTepualia sIBJISETCS
KOHCIIEKTUPOBAaHUE, MPEACTABISIONIEe cO00M HE TOJBKO (DUKCAIUIO BAKHEUILIHX
MOMEHTOB JIEKIIMW, HO W yKa3aHWe MPUMEPOB JJIsi MOHUMAHUS TOTO WM WHOTO
TEOPETUYECKOr0 MaTepuaa.

[Ipy MOATOTOBKE K MPAKTUYECKOMY 3aHSATHUIO HEOOXOAMMO HCIOJb30BATh
KOHCIIEKTUPOBAHHbIE MaTepualbl JEKUUW, YYEeOHYI0 U HAy4YHYIO JIMTEparypy.
[ToaroToBKa OTBETOB MO BBIHOCHUMBIM Ha OOCYKJIE€HHME BONPOCAM MPAKTUYECKOTO
3aHATHS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHUE MaTepuasa, HO U €ro aHajau3 U
KPUTHYECKYIO OLEHKY.. OOyuaronmiemycs CleQyeT BbIIBUTb MAaJOU3y4YEHHBIE
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aCIeKThl PacCCMATPUBAEMBIX BOIPOCOB, MPOSBUTh UHULIMATUBY MPU MOJITOTOBKE K
IPAKTUYECKOMY 3aHSTHIO.

[Ipy MOAroTOBKE K NMPAKTUYECKHUM 3aHATHSIMHU U HK3aMEHY PEKOMEHIYETCS
CHUCTEeMAaTHU3UpPOBaTh 3HAHUS, M300pakas MX B TaOIWYHOM, TpaUUECKOM WIIH
CXEMaTUYHOM BHJE. DTO MO3BOJIUT YCTAHOBUTH B3aMMOCBSA3b U3yUYaEMbIX SIBJICHUM,
YIOPOCTUT 3aJady 3allOMUHAHMsI MaTepuaja, OOJIETYUT MPOLECC MPAKTHYECKOIo
IPUMEHEHUS IOJTyYEHHBIX 3HAHUI.

3aayell NpaKTUYECKUX 3aHATUI SABIISIETCA BBIPAOOTKA YMEHUS UCIIOJIb30BATh
TEOPETHUYECKHE 3HAaHWSA, IMPOSIBUTh HAIUYUE NPAKTUYECKUX HABBIKOB. [lpm
MOJIFOTOBKE K MPAKTUYECKOMY 3aHATHUIO CIEIYET 3a01aroBpeMEHHOTO 00ECTIeYUTh
HaJIM4YMe€ HEOOXOAUMO Il JAHHOrO 3aHATHS MaTepuana, CaMOCTOATEIbHO
MOBTOPUTDH PaHEE U3YUYECHHBIE TEMBI.

JIJ1s yCenHoro OCBOCHHMSI JUCHUIUIMHBI BaXKHBIM SIBJISIETCSI yMEHUE padOTaTh
C TEpMHHAMH U UX onpeneneHussMu. st paboTsl ¢ TEpMUHOJIOTHEN 3P PEKTUBHBIM
ABJIAETCSI HMCIIOJIb30BAaHME KakK Y4yeOHOM W HAay4yHOW JHTEpaTypbl, TaK U
IOPUIUYECKUX U PUIOCOPCKUX CIOBAPEH.

Pabota ¢ TepMHMHaMHU MOXXET OCYLIECTBIATHCS Kak B (JOPME COCTaBICHHUS
COOCTBEHHBIX TEMAaTHUYECKHX CIIOBAapUKOB JJsi YAOOCTBA U CKOpPOCTH IIOMCKA
HeoOxoauMmoro TepMuHa. C  3TOM 1ENbI0 HEOOXOAUMO KaKIbld HOBBIN
BCTPEYAOUIUICA TEPMHUH 3aIMCHIBATH U BO BPEMS MOATOTOBKHA K CEMUHAPCKUM U
IIPaKTUYECKUM 3aHATUSAM YKa3blBaTh COOTBETCTBYIOIEE OIpezciieHne. B ciydae
BO3HUKHOBEHHUS CIIO)KHOCTH BbIOOpa ONpeiesieHus U3 HMerolerocs oObema B
pamMKax Hay4yHOIro 3HaHUS HEOOXOAMMO 3aJaBaTh BOMPOCHI NPENOAABATENIO B
paMKax JEKUMOHHBIX U MPAKTUYECKUX 3aHATUH.

WuTepakTuBHbIE  QOpPMBI  NPOBEACHUS  3aHATUH MO  JUCLMIUIMHE
«/lokymenmayuonnoe obecneuenue ynpaenenus BKIIOYAIOT B ceOs CIEAyIOLIUe
BUJIbI 3aHSITHH:

- WHTEPaKTUBHBIC JICKITUH, MPEANOJaraloT UCIOJIb30BaHUE
MeToaa MpoOJEMHOTO HM3IOXeHUs. [Ipu TakoM Mmoaxoae JIEKIHUsS
CTAHOBUTCS TIOXOKE€H Ha JHWAJIOT, TMpPENoJgaBaHUE WMHUTHPYET
UCCJIEIOBATENILCKUIM  MporecC  (BBIIBUTAIOTCS  MEPBOHAYATILHO
HECKOJIbKO KIJIFOUYEBBIX IMOCTYJATOB MO TEME JICKIIMU, W3JI0KCHHE
BBICTPAMBAETCSA 1O TPUHIMITY CAMOCTOSTEILHOTO aHalu3a |
00001IeHNsT CTyAeHTaMu Y4eOHOro marepuaia). JTa METOJIuKa
MO3BOJISIET 3aMHTEPECOBATh CTYJICHTA, BOBJEYL €r0 B MPOIIECC
oOyuenus. I[IpoTuBOpedrsi Hay4dHOTO TIO3HAHUS PACKPBIBAIOTCS
MOCPEJICTBOM TMOCTAHOBKHA TMpoOJieMbl. YdueOHas mpolOiiemMa W
npoOJieMHasi CUTyalusl SIBJISIOTCS OCHOBHBIMH CTPYKTYpPHBIMHU
KOMITOHEHTaMH mpobsieMHoro ooyuenus. [lepen HauanoMm u3ydeHus
OTIpENIETICHHOM TEMBI Kypca CTaBUTCS Teped  CTyJICHTaMH
MpoOJIeMHBIM  BONPOC WJM  JaeTcs  MpOOJEMHOE  3aJaHue.
Ctumynupyst paspemieHne TpoOJIeMbl, MPENoJaBaTeh CHUMAET
MIPOTUBOPEYHS MEXKIAY UMEIOIIMMCS €€ TTOHUMaHUEM U TPeOyeMbIMU
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OT CTy/IeHTa 3HaHUSAMU. D(P(HEKTUBHOCTh TAKOI'O METO/A B TOM, YTO
OTJENbHBIE MPOOJIEMbl MOTYT IOJHUMATHCS CAMHUMH CTYJIEHTaMHU.
I'maBHBIM ycnex MJAaHHOIO METOJAa B TOM, YTO MPENoAaBaTelb
N00MBaeTCss OT ayJIUTOPUU  «CAMOCTOSATEIBHOTO  PELICHMSD)
NOCTaBJICHHON Mpobsembl. OpraHuzanus OpoOJEMHOT0 O00y4YeHMs
IPECTABISIETCd JOCTaTOYHO CJIOXKHOM, TpeOyeT 3HaYUTENIbHOU
OATOTOBKM JieKkTopa. OgHaKO Ha HA4YaJIbHOM 3Talle MCIOJIb30BaAHMS
ATOr0 METOJA €r0 MOKHO BHEIPSTh B CTPYKTYPY T'OTOBBIX, PaHee
pa3pabOTaHHBIX JIEKIUH, IPAKTUYECKUX 3aHATUN KAK JOMOJIHEHHE.

- TpYIIOBBIE JTUCKYCCHH, IPUMEHSIOTCA JUIsl 00ecredeHus
HaBBIKOB KOMaHJHOW pabOThl U MEXJIMYHOCTHOM KOMMYHHUKAIUU U
OPEICTaBISIIOT  COOOM  OLEHOYHOE  CPEACTBO,  MO3BOJISIOLIEE
BKJIFOUUTh O00YYaroIIMXcsl B MPOLECC 00CYKIEHUS PEICTaBICHHOM
TEMBbl, MpOOJEMbl U OLIEHUTh WX YMEHHE apryMEHTUPOBATH
COOCTBEHHYIO TOYKy 3peHus. Kpome Toro, B Xxozae 3aHATHIl
IIPOBOJSATCS KPYIJIBIE CTOJIBI 110 3aJaHHBIM TEMATHKAM.

OneHouHble WM METOAMYECKHME  MaTepHalbl 1O  JHUCLHHILIMHE
«/lokymenmayuonHoe obecneuenue ynpasienus npeactarieHsl B DOMM.

[Ipy noAroTOBKE K MPOMEKYTOUHOMY WM HTOTOBOMY TECTHPOBAHUIO
HEOOXOIMMO H3YYUTh TEOPETHUUYECKUH M MPAKTHUYECKH Marepuain. TecToBble
3a/laHud (C epeYHEeM BO3MOXHBIX BapHAHTOB OTBETOB, CPEIU KOTOPBIX XOTS OBl
OJIMH OTBET SBJSETCS HEBEPHbIM) O0ECHEUYMBAIOT CTPYKTYPHOCTH MBILIUICHHUS,
BBIHY’KJIGHHOTO BBIOpaTh M3 MPEMAJIOKEHHBIX BAPUAHTOB OTBET BCE INMPABHIIbHBIE
BApHUAHTHIL. TE€CTOBBIE 3aJaHHsI HA YCTAHOBJICHUS COOTBETCTBUS INOAPA3YMEBAIOT
HEO0OXOAMMOCTb POSABIICHUS HE TOJBKO 3HAHMS y4€OHOTr0 MaTepuraia, HO U YMEHHUS
NPUMEHSATH MpaBuiia GOPMATILHON JIOTUKU. TeCTOBBbIE 3a/laHus Ha YHOPAIOUYCHHE
HaIlpaBJICHBI Ha YCTaHOBJICHUE JIOTUYECKOMN IIOCJIEA0BATEILHOCTH
paccMaTpuBaeMBbIX SIBJICHUM (BpEMEHHU CYIIECTBOBAHMS SIBICHHUM, PacHoOOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB [IPABOBBIX JOKYMEHTOB U T.IL.).

O} dpekTuBHBIM CIOCOOOM JIs1 MOATOTOBKH K TECTUPOBAHUIO SBJISIETCS paboTa
oOydJaromierocss 1O PEUIEHUI0 TEeCTOBBIX 3aJaHUi, NPEIOCTABICHHBIX JIA
CaMOCTOATENbHON padoThl. Takke MpuU MOATOTOBKE K TakoW (opmMe KOHTPOJIA
3HAHUM, KaK PELIEHUE TECTOBBIX 3aJIaHHM, CIEAYET CAMOCTOSTEIBbHO MOIBITATHCS
npopaboTaTth paccMaTpUBaEMble B JUCHUIUIMHE BOMPOCH B (hOPME COCTABJICHUS
TECTOBBIX 3aJaHHUM.

[Ipr moAroTroBke K SK3aMEHYCIENyeT HMMEThb B BHIY, YTO OH SIBJIAETCS
UTOTOBOM (OpPMOM KOHTPOJIA MO HU3YYEHHUIO JAaHHON Y4yeOHOW UCHMIUIMHBI.
DK3aMEH MOApPAa3yMEBAET MAaKCUMAaJbHYI0 KOHUEHTPAUWIO 3HAHUM M YMEHUH,
MPEANOJIATAOIINX ITOJHOE U3YYEHNE MaTepHUaia TUCIUIIIINHBI.

DK3aME€H TMPOBOJUTCA B (opMe YCTHOTO COOECENOBAHMS, BBIMOTHEHUS
NUCBMEHHOrO 3ajaHud. Pemenue mnpenopaBatenss 00 MTOroBOM — OLIEHKe
IIPUHUAMAETCS IO Pe3yJIbTaTaM YCTHOTO OTBETAa W BBINOJHEHHOTO NMMCBMEHHOTO
3a1aHUSA B 3aBUCUMOCTH OT LIKaJIbl OLIEHKH.
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B kadecTBe HCTOYHHMKA JIOMOJHHUTEIBHBIX MAaTEPHAIIOB PEKOMEHIYETCS
MOJI30BaThCA HMHGOPMAIMEH OTKPBITOrO JOCTyna ceTh Internet (maHHBIMU
UH(OPMAITMOHHO-TIPABOBBIX M 00pa30BaTEIbHBIX MMOPTAIOB, O(HUIIMAIEHBIX CAaHTOB
MHUHHCTEPCTB, BEJIOMCTB, OTJCIBHBIX OpPTraHHM3aIlui, JaHHBIMH TOCYIapCTBEHHOMN
CTaTUCTHKH, pPE3yJbTaTaMH SKCIICPTHO-aHAIMTHYECKHX 0030poB). Kpome Toro,
MO>XHO BOCIIOJI30BAaThCSI BO3MOYKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0asbl
KOTOPBIX COJIEPIKAT HE TOJIHKO TEKCT HOPMAaTHBHBIX aKTOB, HO M HAYYHBIE CTAThH I10
paznmuuHbIM BompocaM (Hampumep, CIIC «KoncynpranT Ilmtocy). PexoMmenmyercs
TaK)K€ UCIIOIh30BATh AJIEKTPOHHO-OMOINOTCUHBIE CUCTEMBI.

10. OcobeHHOCTH OCBOEHUSI IUCUMIJIMHBI [IJII HHBAJTUA0B H JIMII €
OrPaHNYEeHHbIMHM BO3MOKHOCTSIMH 310POBbS

OO0yueHune 00y4arouxcsi C OrpaHMYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbsI PU
HEOOXOJMMOCTH  OCYIIECTBIISIETCSI Ha OCHOBE aJanTHPOBAaHHOW  pabodyeit
OporpaMMbl  C  HWCTOJB30BAHUEM  CHEIHATBbHBIX  METOJOB  OOy4YeHHS W
TUIAKTHUECKUX  MaTepuanoB, COCTAaBIEHHBIX C  Yy4eTOM  OCOOEHHOCTEeH
NCUXO(U3NYECKOTO PAa3BUTHS, WHIUBUIAYATHHBIX BO3MOXHOCTEH M COCTOSHUS
3I0POBBS TAKKUX OOyYaromuxcs (00y4Jaromierocs).

B nemnsix ocBoeHust yueOHON POTpaMMBbl TUCITUTUIMHBL «/JOKYMEHMAYUOHHOE
obecneuenue ynpasieHus» WHBAIMIAMH W JUIAMH C  OTPaHUYCHHBIMHU
BO3MOXKHOCTSIMH 3710pOBbsi IHCTUTYT 0OecrieunBacT:

— i1 WHBAJIWAOB W JIUIl C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH
3I0pPOBBSl 0 3pPEHUIO: pa3MELIEHHEe B JOCTYIHBIX Ui OOy4arouuxcs,
SIBJISTFOIIIMXCSI CIICTIBIMU WJTH CITA00BUISANIIUMHI, MECTaX U B aIallTUPOBAHHOM
dbopme crnpaBouyHOW uWH(MOpPMAIMKM O pacHUCaHUU YYEOHBIX 3aHATHUIA
NPUCYTCTBHE ACCHUCTEHTA, OKAa3bIBAIOLIET0 O00YyYaromeMycsi HEOOXOAUMYIO
MIOMOIIIb; BBIMYCK aTbTEPHATHUBHBIX (POPMATOB METOAMYECKUX MAaTEpPHAIIOB
(kpynHBIN WpUdT WK ayauodaib);
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— JUISI. MHBAJIUAOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXXHOCTAMHU
3I0POBBbSl MO  CIyXy:  HaJIeXallMMH  3BYKOBBIMH  CpPEJICTBAMHU
BOCITpOU3BeIeHUE NH(OPMAITIH;

— JUISi UHBAJIUAOB W JIMIl C OTPAHMYCHHBIMU BO3MOXXHOCTSIMU
3I0POBbS, MMEIOUIUX HAPYIICHUS OMOPHO-IABUTATEIBHOIO  alapara:
BO3MOYKHOCTh OECHPEMSITCTBEHHOTO JOCTyNa OOYyYalollUXcsi B y4deOHBIE
MOMEIICHHS, TyaJeTHble KOMHAThl U JApyrue TIOMELIEHUs, a TaKxKe
npeObIBaHUE B YyKa3aHHbIX MoMemnieHusax. OOydarommecs H3 4wucia
uHBaMMI0B U Jull ¢ OB3 obecrieueHbl MeYaTHBIMU U (UJTK) SJIEKTPOHHBIMU
oOpa3zoBaTelbHBIMM  pecypcaMu B (opmax, aJanTHUPOBAaHHBIX K
OTpaHUYECHHMsIM  UX  370poBbsi.  OOpazoBaHwe  oOydwaromuxcsi ¢
OTpaHUYCHHBIMUA BO3MOXKHOCTSIMU 3/IOPOBbS MOXKET ObITh OPraHMU30BAHO KaK
COBMECTHO C JIPYTUMHU OOYUYaIOIIUMHUCS, TaK U B OTAEIBHBIX TPyMax Wik B
OTZEJIbHBIX OpPTraHU3alUsX.

11. Tlepevyenb MHGOPMANMOHHBIX TEXHOJIOTHH, MPO(ecCHOHAIBHBIX 0a3
JAHHBIX, HCIOJIb3YEMBbIX NPH OCYLIECTBJICHUN 00pa30BaTeIbHOIO MpoLecca
10 AMCHHUILIHHE (MOAYJII0), BKJIKYas MepedyeHb NPOrPaAaMMHOI0 00ecnevYeHust
U MHGOPMAIIHOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHuoe obecnieueHue:
1. Omneparuonnas cuctema (MicrosoftWindows/IIponpuemapnas);
2. Tlaker oducHbix nporpamm (MicrosoftOfficel/lponpuemapnas),

3. Web-opay3zep (Mozilla Firefox GNU Lesser General Public License);

NHupopmaImoHHbIe CIIPaBOYHBIC CUCTEMBI:
1) ABromarusupoBaHHas  HHGMOpPMAI[HOHHAS OubIMoTeUHAS
cucremMa

Marc21SQL,;
2) CnpaBouyHo-tipaBoBas cuctema «KoncymprantlLirocy
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12. MaTepuaibHO-TeXHHMYECKas 0a3a, HEOOX0AUMAas IJIsl OCYHIeCTBJIEHUS
00pa30BaTeJIbHOI0 MPOIeCcCca Mo JUCHUIINHE (MOTYJIIO)

Crnenmnann3npoBaHHbIe Ay IUTOPHH:

YyeOHass ayauTopusi Jns TPOBEACHHUS 3aHATUA CEMHUHAPCKOTO THIMA, KypCOBOTO
MPOEKTUPOBAHUS (BBIMOJHEHUS KYpPCOBBIX paboOT), TPYNIOBBIX UM WHIUBUAYATHHBIX
KOHCYJIbTAIMM, TEKYIIEro KOHTPOJISI M POMEKYTOUHOM aTTecTaluy / KOMIIbIOTEPHBIN Kiacc
/ TIOMeIIeHue I CaMOCTOSITENHHOU padoThI ™

Texnuveckue cpeacTBa 00y4eHuUs:

KOMITBIOTEP C TPOrpaMMHBIM oOOeclieueHneM, yKa3aHHbiIM B T.11, mocTymoM K ceTu
«aTepHET» M 00€CIIEUCHHEM JIOCTYIA B JIEKTPOHHYIO MH(POPMAIMOHHO-00pa30BaTEIbHYIO
cpeny

Cnenuaau3upoBaHHbIE ayIUTOPUH:
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VYueOHast ayIuTOpHst U MPOBEACHUS 3aHATHI JIEKIIMOHHOTO THIIA, 3aHATUNA CEMHHAPCKOTO
TUIA, KYpPCOBOTO MPOCKTHUPOBAHMUSA (BBIIOJHEHHS KYPCOBBIX paboT), TPYIIOBBIX U
WH/IMBUIYAJIbHBIX KOHCYJIbTAlUN, TEKYILEr0 KOHTPOJIS U IIPOMEXYTOYHOH aTTecTanuu™®

TexHn4eckue cpeacrea Oﬁy'leHl/lﬂ:

MYJIbTUMEAUNHBIN KOMIUIEKC

KOMITBIOTEP C MMPOTrPAMMHBIM O0€CTICUeHHEM, YKa3aHHBIM B 1.1 1
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